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problems are getting better all the time; by Don S. 
Johnson (March, p. 5). 

Report from Atlanta—Spring COMDEX proves 
hot show for new product intros; by Don S. Johnson 
(Aug., p. 5). 

Saine Old Horse, Same Old Whip—Matching 
entry-level college graduates to company needs 
should be encouraged; by Don S. Johnson (April, 
p. 5). 

A Scary Scenario and « Pat on Our Back— 
Expert Systems: real, potential, and imagined prob- 
lems; A/M takes design award; by Don. S. Johnson 
(uly, p. 5). 

The ‘Times They Are Changin’ —Technical and 
economic changes ure allowing 443 be more com- 
petitive, by Don S. Johnson (June, p. 5). 

‘Trivia, Nostalgia, and Things to Come—A/M 
celebrates its 48th birthday with a look back—and 
to the tulure; by Don §. Johnsen Gun., p. 5). 
Whence Will Your Successor Come?—From 
where will the Heat generation of automation man- 
ugers conic?; by Dun S. Johneon, (Feb., p. 5). 


FACILITIES MANAGEMENT 


A Contract Specification That Works—A system 
to simplily contract hiring; by Edwin B. Feldman 
(May, p. 49). 

Jutelliyent Buildings Get Smart Eaough to Save 
You # bundle— Lach time un employee comes into 
the office on the weekend you won't have to puy 
light up and heat the entire floor, but only that em- 
ployce's work space; by Megan Jill Faznik Jun., 
pp. 25-33). 

Keep Cool—Meullized film helps empioyees at 
AC. Nielsen's quarters keep cool; (Systems in Ac- 
tion, Jan., p. iO). 

New Services Assist Facilities Managers—The 
Workplace/Technology Audit helps to identify com- 
mon problems and generate solutions (Executive 
Bricling, Feb., p. 8). 

Office of the Year Awards—Gold award to Coopers 
& Lybrand for reconciling contrary needs with sin- 
gular, economic adroitness. Silver award taken by 
The South Carolina Tax Commission, featuring 
automated systems and open-plan layouts, Contel 
Service Corporation's facility is awarded Bronze 
prize, focusing on aiding the worker; by Walter A. 
Kleinschrod (July, pp. 18-25). (See Office 
Automation) 

Open Office—The Executive Air Fleet, NJ, opts for 
open office plan (Systems in Action, Jan., p. 12). 
Powered Systems Furnishings Ease Cabling 
Woes—Wire management for semiprivate work en- 
vironments now provides plug-ins at desk height for 
all devices; by Douglas Finlay (July, pp. 40-44). 
Removing the Office Maintenance Headache— 
Guidelines for contract maintenance; by Megan Jill 
Paznik (May, pp. 47-51). 


MAILROOM MANAGEMENT 


Contingency Planning for Mail Strikes—Mail 
strikes can create chaos in businesses that don’t take 
proper action; by George Whitman (Mailroom 
Management, Aug., p. 37). 

Muil Bombs—Business community has become a 
target for terrorist attacks; by George Whitman 
QJan., p. 63). 

Mailroom Overhaul Cuts Expenses, Speeds Cash 
Flow—Pitney Bowes helps Schering Plough, Inc. to 
reorganize mailroom functions (Systems in Action, 
Nov., p. 13). 

Overseus Pustuge Costs Cut—Argonne National 
Laboratory reduces foreign mail costs with lnterna- 
tional Priuvrity Airmail system (Dee., ,. Ul). 
Quality Control in the Muilroom—Mailroom 
quality begins with management, by George Whit- 
man (Mail t, May, p. 57). 

Robots Deliver the Word from the Mailroom— 
Technology has entered the mailroom full thrust to 
provide savings in time and money; by George 
Whitman (Nov., pp. 19-22). 


MANAGEMENT OVERVIEW 


Age Discrimination Rules Explained—In a Com- 
merce Clearing House publication (Executive 
Briefing, April, p. 8). 

AISP Rallys Around Syntopican—This year’s 
theme for the Syntopican XV conference is the 
**State of the User’’ (June, p. 7). 

Applications for Scholarship Awards—The 
American Institute accepts applications to its Se- 
cond Annual Data/Tele Communications Scholar- 
ship Fund (Aug., p. 7). 

ASTD Awarded $750,000 Grant—The U.S. Dept. 
of Labor awards the American Society for Training 
and Development grant for study on the role and 
scope of workplace training (Jan., p. 7). 

Bailey, Aetna Vice Chairman, Wins ‘Excellence 
in Technology’ Award—Award recognizes executive 
leadership in applying information technology 
management (July, p. 7). 

Boauses Grow As Share of Executive Paychecks— 
According to survey **Executive Compensation,”* 
increasingly, executives are taking part of their pay 
in bonuses rather than salary (Dec., p. 7). 

Book Explains Need for Two Worlds—Office 
Automation and Information Systems, by Arnold 
Rosen, describes the changes and latest trends be- 
tween OA systems and managers (June, p. 6). 
Boukkecpers Thrive in Hi-Tech World— 
Predictions thut the rise of the computer would leud 
to the full of bookkcepers huve fuiled to come true 
(Nov., p. 8). 
Businesses Prefer Overnight Delivery to Other 
Commuanications—A study conducted by Opinion 
Research Corp. finds that 92% of surveyed man- 
agers-rely on overnight delivery &r day-to-day 
business (June, p. 8). 

CD-ROM Database Titles Expanding—By 199! 
there will be more than one million CD-ROMs 
(Seps:, p. 7). 

Company Loyalty in Decline—Most calls made by 
Tecruiters to prospective candidates are now 
teturned—compared to only half 20 years ago 
(Dec., p. 7). 

Computer Productivity Gains Are Major 
Management Issue—Many managers must now 
av cost of computer information systems (Nov., 
p. 7). 

Conventions May Waste $, Time—Survey reveals 
that only 49% of business conventions or seminars 
are worth the time and expense (Sept., p. 8). 
DBMS to Gain 22% Annually—Over the next five 
years, DBMS for minis will lead growth with 30% 
(Nov., p. 7). 

Desktop Publishing Becoming a Winner—A 
report by Frost & Sullivan titled **Electronic Cor- 
poraie Publishing Systems Market in the US’’ fore- 
sees its success in the corporate world (June, p. 8). 
Discharged Managers Find Stronger Job 

| Market—Challenger, Gray & Christmas, an inter- 
national outplacement consulting firm, reports that 
discharged managers seeking new jobs are en- 
countering a strong and receptive job market (Oct., 
p. 7). 

Earning Respect as aM Succeeding ina 
managerial position depends u upon justifying that 
authority in a dynamic, well-rounded manner; by 
James DeKeyser and Jerome DeNuccio, Ph.D. 
(Oct., pp. 14-15). 

Employees Participate with Suggestions—The 
National Association for Suggestion Systems in- 
dicates that its more than 900 member companies 
saved $1.82 billion in operation costs in 1986 (Aug., 
p. 7). 

Female Entrepreneurs Succeeding—A second 
generation of female entrepreneurs has emerged 
within the business urena (Feb., p. 7). 

Green Computer Screens Still Preferred—Survey 
reveals that green computer screen users are reluc- 
tant to change to other colors (Executive Briefing, 
Nov., p. 8). 

Handwriting Analysis Plausible Means to Better 
Employer-Employee Relations—Handwriting 


iliac 
p. 6). 

Hasty Career Decisions Impact Negatively on 
Produstivity—Many employees are unhappy or un- 
successful because of choosing the wrong career 
(uly, p. 7). 
Human Factors—C: fall short in Human 
Factors aid during relocation of employees (March, 
p. 8). 
Immigration Law Seen as Burden—The Immigra- 
tion Reform and Control Act of 1986 is proving a 
burden on American companies, a survey con- 
cludes (Dec., p. 7). 

James Martin Conducts One-Day Seminar— 
**Technology and the Future’’ will help managers 
establish their company’s systems strategies (Aug., 
Pp. 7). 

Know Your Printer—Study concludes that the 
most important feature managers want from com- 


. puter furniture is space for printer (July, p.7). 


Large Portion of U.S. CEO’s Salaries at Risk— 
Executive compensation packages are more depen- 
dent on short-term individual or corporate perfor- 
mance in the U.S. than in many other countries 
(Sept., p. 6). 

Leadership Is A Survival Skill—Focuses on the 
need for leadership as a necessary skill required at 
all levels; by Janet C. Barnard (Jun., pp. 56-57). 
Long Hours Not Critical for Success, Says 

Si ey—Only 9% of 1,102 managers interviewed 
fois that “king catra work’’ was u major factor in 
curcer success (Exccutive Bricling, Oct., p. 7). 
The Management Message in Electronic Messug- 
ing Media—Elecironic mail und messaging could 
change management's methods; by Walter A. 
Kleinschrod (Management Perspective, Oct., 

p. 13). 

Managers Underrate Employee Values—A Louis 
Harris and Assoc. and Swelcase, Inc. study in- 
dicates a gap between employces and top manage- 
ment (Executive Briefing, July, p. 8). 

Managing Young Professionals for Exceilence— 
Careful counsel of new employces will provide a 
competitive edge; by Walter J. Eldredge (Nov., 

pp. 16-17). 

Managing Your Office Consumables—Keeping 
close truck of supply expenditures cun suave you 
money; by Audrey Fisher (Sept., pp. 16-20). (See 
Office Equipment) 

Many New Unemployed ‘Fear’ Unemployment, 
Seek Out-Of-State Work—50% of all unemployed 
take first out-of-state offer (Executive Briefing, 
Feb., p. 7). 

Martini Lunches Unaffected by Tax Reform— 
Little has changed in the way businesses entertain 
and reimburse employees for corporate entertain- 
ment (Sept., p. 7). 

Mental Health Days Have Merit—Adia Tem- 
porary Services takes nationwide poll on mental 
health sick days (Dec., p. 6). 

Miscarriages Not Linked to VDT Use—Says 
study by the University of Michigan (Jan., p. 8). 
More Office Personnel Changing Jobs—Better in- 
come motivates secretaries 10 change jobs and move 
out more frequently (Feb., p. 7). 

The Mystique of Leadership—Leadership 
depends largely upon the respect from others who 
accord it; by Walter A. Kleinschrod (Management 
Perspective, Aug., p. 41). 

New Partnership Between Vendors, Users 
Necessary—The arms-length relationship between 
vendors and users could lead to success with a little 
skill and care by both (Executive Briefing, Oct., 

p. 6). 

‘The News In Review, Managerially—From 
Reagan to Affirmative Action to Moscow—and the 
effects on management, by Walter A. Kieinschrod 
(Management Perspective, June, p. 45). 
Paperless Office Will Evolve Says Study—Paper 
will have a decreasing role in information storage 
while other storage media will increase sharply in 
the coming years (Executive Briefing, Nov., p. 8). 
Personnel Policies Sound Practice—Freewheeling 


BEST COPY AVAILABLE 


Administrative Management, January 1988 37 


See al _ te 
iJ: Ja . a H ae 
“ % 7 7 Prt We oe a 
\ - | | e 
| 
| 
] 
| 
| 
- | 
| 5 
j 
: 
i ee 
| z= 
| 
| 
| ; 
] 
| e 
2 
| 3 
| a 
| 
|| _¢ 
| & 
os 
ee . 
“ 
2 
45 2 
st 
| ade 
_ Ls 
s ee 
1 Pat 
“f. 
a! 
ee 
: | ed 
Rf | Boe 
i Z 
= 
Bes 
ee re: 
oy #3 
S28 
> te 
Pe a 
oad 
= - _ 2 
. A = if , 7 28 
: : ; f “3 ie ee ‘s ‘ s Aree EE 
oe: ‘a ; kag 
a7 ‘ i! as 
SS  . ie pe 


management styles can result in low morale and 
personnel problems (Jan., p. 7). 
Prosperity—Employce learning and security create 
company prosperity, study says (April, p. 7). 
Relocation Fuilure—Nearly half the companies ex- 
perience some worker relocation failure (April, 
. 8). 

eaamastieines on technological investments 
threatened (April, p. 8). 

Secretaries Perceived as Trusted Sources— **The 
Best Ideas in Employee Communications’ report 
concludes (at secretaries are the most trusted peo- 
ple when corporate rumors arise (Dec., p. 7). 
Serene Progress and the Great Wall of China—A 
lesson in learning time management without anxie- 
ty; by Walter A. Kicinschrod (Management 
Perspective, Dec., p. 49). 

Sizing Up Downsizing—A hard look at downsiz- 
ing; by Walter A. Klcinschrod (May, p. 56). 
Smokers Lighting Up Less in Work Area—42% 
of surveyed companies reveal use of official policies 
regurding rights of smokers and nonsmokers (Ex- 
ecutive Bricfing, Jan., p. 8). 

Surge in PC/AT Shutdowns Likely—Alex Pupa- 
hyriakan, president of International Battery Corp., 
predicts major PC and AT malfunctions in 1987 due 
to lithium battery loss of power (June, p. 7). 

‘Talk Difficult Between MIS Managers and 
CEOs —There is a communication gap due to 
Managers’ inability to transform complex subjects 
into language easily understood (Jan., p. 8). 
‘Technology Changing Labor Relations—A book 
studying 14 major U.S. industries indicates 
technological changes have managerial impact 
(Aug., p. 7). 

‘Technology Solves One Problem, Creates 
Anuther—The wuted office automation revolution 
i» otill w long way from delivering its promise, con- 
= u survey by Adia Personnel Services (Jan., 
p. 7). 

‘Technology's Success Depends On Users—John J, 
Connel, executive director of Office Technology 
Rescurch Group, reports thut humun potential re- 
mains the key w productivity (Dec., p. 7). 

‘Ten Steps to Help Win Foreiga Contracts— 
Presented by Dr. Eugene Mendosu of the Interna- 
tional and Domestic Negotiating Institute (Feb., 

p. 7). 

‘Test Evaluation Sheets Help Resource 
Personnel—London House, Inc., has developed 
‘paper and pencil’’ psychological tests to evaluate 
personal traits, skills and abilities of potential 
employees (Feb., p. 8). 

Thinking Like A Crook—Crooks **think securi- 
ty’’ while business people **think business’’; by 
Walter A. Kleinschrod (Management Perspective, 
Jan., p. 62). 

Tinkering by Congress Could Imperil Future 
Employee Benefits—The present ‘frenzy of 
legislation’’ could encourage employers to disman- 
tle certain employee benefit programs altogether 
(Executive Briefing, Oct., p. 6). 

Trade Shows: Tips for Success—Advice to ex- 
hibitors and attendees; by Bridget O’Connor, Ph.D. 
(The Automated Office, July, p. 13). 

‘Turnaround Management Creates Cost-Effective 
Change—JIA Managemen: Group in Suna 
Monica, CA, provides short-term managerial per- 
sonnel to restructure department goals in order to 
suve in costs (Executive Briefing, March , p. 7). 
Turning Technical Innovations Into Cash— **The 
Front End of Engineering: How to Manage Techni- 
cal Innovation,’ a report by Frost & Sullivan, offers 
guidelines for tuming a profit out of technical feats 
(Sept., p. 8). 

Two Groups At The Turning Point—AISP and 
AMS are changing; by Walter A. Kleinschrod 
(Management Perspective, Sept., p. 45). 
Unemployed But Not Unemployable—The 
University of Miami has developed a program to 
help handicapped workers take professional careers 
(Executive Briefing, March, p. 8). 

VDI Users Eye Care Checklist ls Free—Eye Care 
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Concepts, Inc. provides free care booklet for VDT 
users (March, p. 8). 

Video Course Offers Network Basics—Network 
Concepts, a video-assisted course, provides basic 
concepts for understanding LAN network (Sept., 

p. 8). 

Voice Mail: Pitfalls and Promises—Explores why 
many managers have adapted to voice mail technol- 
ogy while other managers still have trouble with it; 
by Megan Jill Paznik (March, pp. 16-25). (See Of- 
fice Automation) 

Where Have All the Workers Gone?—The 
numbers within various age groups are changing; 
by Walter A. Kleinschrod (Management Perspec- 
tive, Feb., p. 45). 

Where Is The Capital Of The State of Confu- 
sion?—Geiting to the heart of OA's unmanageabili- 
ty; by Walter A. Kleinschrod (March, p. 52).° 
Women Pressed To Climb Faster In Corporate 
World—Women believe that they must outperform 
male executives and excel early in their careers (Ex- 
ecutive Briefing, Oct., p. 6). 

Work Ethics—Survey finds chang in work ethics, 
attitudes (April, p. 7). 

Workplace Massage—Executive massage therapy 
could provide an edge (March, p. 7). 

Workshop Without The Business Suit—Arnoudse 
and Quellete Assoc. of Bedford, NH, summer camp 
for information professionals (July, p. 7). 


AIIM Provides New CAR Standard—AIIM pub- 
lishes MS 40, a new American National Standard 
which provides guidelines for interchange between 
suppliers of CAR systems hardware and software 
(Executive Briefing, Oct., p. 7). 
Documents on Microfilm 


Safe—Micro- 
film conversion forensically safe, convenient; by 
Robert Zagami (Microgruphics Management, 


Smartly—A number of solutions simplify storing 
magnetic und microfiche files safely; by Audrey 
Fisher (June, pp. 37-40). (See Office Equipment) 
Micrographics Management—Educating the end 
user. Knowing who to associate with to keep info 
flowing; by Robert W. Zagami (Microgruphics 
Management, Feb., p. 53). 

Plain Paper Reader-Printers—Piain and 
Simple—Purchasers should have no difficulty fin- 
ding reader-printers to match their immediate and 


Optical Disks—Despite technological advances 
these information management tools are widely 
underutilized ; by Robert W. Zagami (April, pp. 
24-29). (See Records Automation) 


OFFICE AUTOMATION 


Applauding Firms Working to Connect to 
Others—Many major vendors are striving to 
become more compatible with one another; by 
Megan Jill Puznik (The Automated Office, Aug., 

p. 12). 

Beyond Word Processing: Group Authoring 
Software—Is group authoring software appropriate 
for groups in your organization?; by Bridget O'Con- 
nor, Ph.D, (The Automated Office, Sept., p. 11) 
Book Explains Need For Two Worlds—Office 
Automation and Information Systems, by Arnold 
Rosen, describes the changes and latest trends be- 
tween OA systems and managers (Executive Brief- 
ing, June, p. 6). (See Manugement Overview) 
Ergonomics Isn’t Last Year’s Fad, It’s This 
Year’s Profits—Making your equipment easy on 
the body is not just healthy; it pays off in efficiency; 
by Megan Jill Puznik (The Automated Office, Dec., 
p. 12). 

Local Area Networks Annual Report: Multiusers 
vs. LANs—A roundtable discussion focuses on the 
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pros and cons of both the changing multiuser mini- 
computer and the microLAN environments as they 
strive to create new methods of information access 
(Sept., pp. 24-30). (See Data Communications) 
LANs Are The Wave Of The Future, But Beware 
The Undertow—Questions to ask, things to know 
when purchasing a LAN system; by Megan Jill Paz- 
nik (The Automated Office, Oct., p. 45). 

LANs: Lessons to Learn—LANs can change only 
work methods rather than work done; by Bridget 
O'Connor, Ph.D. (The Automated Office, May, - 
p. 12). 

Learn How To Learn—Pointers to follow to stay 
abreast of changing OA; by Bridget O'Connor, 
Ph.D. (March, p. 15). 

Pay Equity and the Automated Office— 
Recognition of women’s worth and of invisible 
labor are the steps toward pay equalization in the of- 
fice; by Bridget O’Connor, Ph.D. (Nov., p. 15). 
(See Personnel) 

ROI: Accounting For New Technologies—Office 
automation ROI (return on investment) rests on the 
ability to measure productivity; by Bridget O'Con- 
nor, Ph.D. (Jan., p. 14). 
Office Automation Awards—A/M presents the 
First Place Gold Award in its annual Ofiice 
Automation Awards competition to Texas In- 
struments’ DP department for the current evolution 
toward complete seamless integration of its diverse 
systems. Second place was won by the Department 
of Medicine at the University of Missouri for its 
microcomputer LAN, used for document sharing 
and more. Third place was awarded to the Canadian 
Broadcasting Corp. for combining three message 
systems into one desktop terminal to increase na- 
tionwide internal communications; by Douglas 
Finlay (May, pp. 17-26). 

Office Automation Through Word-Processing 
Terminals—NBI System automates Buker & 
McKenzie's needs (Systems in Action, April, p. Il). 
Office of the Year Awards—Gold award to 
Coopers & Lybrund for reconciling contrury needs 
with singular, economic adrvitness. Silver award 
taken by The South Curolina Tux Commission, 
feuturing automated systems und open-plan layouts. 
Contel Service Corporation's facility is awarded 
Bronze prize, focusing on aiding the worker; by 
Walter A. Kleinschrod (July, pp. 18-25). (See 
Facilities Management) 

386 Confusion Could Be Costly—The proliferation 
of operating systems for 386 computers will be a 
disaster for consumers; by Megan Jill Paznik (The 
Automated Office, April, p. 63). 

Trends and Forecasts—OA and the Next Five 
Years—Five OA luminaries expound on coming 
products and systems, discuss managerial changes, 
speculate how systems of the future may redefine 
work habits and ideas in organization in the work- 
place (Jan., pp. 18-23). 

Voice Mail: Pitfalls and Promises—Explores why 
many managers have adapted to voice mail tech- 
nology while other managers still have trouble with 
it; by Megan Jill Paznik (March, pp. 16-25). (See 
Management Overview) 

Whither ISDN?—Whiat hurdles must be overcome 
to integrate via ISDN?; by Megan Jill Puznik (The 
Automated Office, Feb., p. 9). 

Wishing For OA Standards? Careful, You May 
Get Them!—These new standards will not go away, 
nor will the idea of standards; by Walter A. 
Kleinschrod (Management Perspective, April, 

p. 57). 

Who Needs IBM’s New Computers?—Moving 
from the Model T to the PS/2; by Megan Jill Paznik 
(The Automated Office, June, p. 12). 

Your Word Processor As Publisher and Sec- 
retary—In two years you won't be able to tell the 
difference between a word processor and a desktop 
publisher; by Megan Jill Paznik (Aug., pp. 14-18). 


OFFICE EQUIPMENT 


Calculators Get Specific—Calculators have ex- 
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pd lo Crewe new uvenucs into the murketplace 
ruviding functions specific to industries such as 
ing, insurance, und engineering; by Megan Jill 
tik (June, pp. 21-25). 
piers: Powerful Cupabilities Unleashed— 


Mmures Ww fulfill the plethora of copying require- 


is necessary for effective in-house communica- 
s have reached a new peak with automation and 
f leading the way; by Catherine A. Thomas 

-» pp. 24-30). 

rtronic Typewriters: The Next Steps—The 
est features for ETs, from modularity and in- 
sed RAM storage to CRT and networking; by 
glas Finlay Jan., pp. 34-40). 
cutive Workstations Revive—Micros and the 

orate information center lead a renaissance in 
station concepts; by Daniel Gross and Bruce 
(Dec., p. 18). 

ting It Out The Right Way—Printers are 
haps the most necessary peripheral for the com- 
r; by Michael J. Kleeman (Desktop Computing, 
+» p. 42). 
aging Your Office C 
: track of supply expenditures can save you 
hey; by Audrey Fisher (Sepi., pp. 16-20). (See 
tuyement Overview) 

ia Filing Systems Store Your Data 
rtly—A number of solutions simplify storing 

Pnetic and mu. oliche files safely; by Audrey 

her (June, pp. 37-40). (See Microgruphics) 

Fux Directory Features 85,000 Listings—The 
cial Facsimile Users’ Directory provides com- 

y name, address, phone #, fax #, department 
tion, contact names, speed and hours of opera- 
(Executive Briefing, Sept., p. 8). 
ure This: OCR Takes Or Imaging— 
agers will take a second look at OCR, once for 
acter recognition only, as it now inputs 

Dhics, giving new applications; by Johanna Am- 
biv (Nov., pp. 34-37). 

ing Space und Time With New Filing 
ems—New hardcopy products turn buzzwords 
reality as they reduce space, labor and misfiles; 
udrey Fisher (Oct., pp. 22-25). 


IRS ONNEL 


mbly Line Bites Dust—by Paul King (Person- 
Problem Clinic, Sept., p. 52). 
puses Replacing Pay Increases—by Paul King 
bv., p. 52). 

inty For Referring Applicant—by Paul King 
x., p. 52). 

nbat Pay For Outside Directors—by Paul King 
urch, p. 56). 


bl. Keeping 
Pee 


manpany Helps Workers With Aging 


tives—by Puul King (Dec., p. 56). 
mpany Ordered To Pay Union Aitorney 
bs—by Paul King (April, p. 59). 
nputer Chips, Paper Clips—by Paul King 
oril, p. 59). 
‘porate Loyalty Diminishing—The Hay Group 


BNew York City finds that less than one-half of 


» nee OPP ity tor advancement; by 
| King (May, p. 64). 
dibility ls Key Tu Leadership— Business pro- 
por discovers quulities that admired leaders 
paces, by Puul King (uly, p. 56). 


fuy Abuse Prevention—Free drug prevention 


picts front Petnsylvania Company, by Paul King 
ly, p. SO). 

al Job Eaniployces Could Fill Labor 
ortages—-by Puul King (Feb., p. 58). 

rly Retirement kor Younger Employees Dis- 
Jiinutes—The American Association for Retired 
rouile charges with discrimination employers that 


Ale) uliructive cutly retirement plans w middle-age 
Biployces, by Puul King June, p. 56). 


OC Overturiw Height, Weight Require- 
Hita--by Puul King (Dee., p. 50). 
Dployer Discruninutes In AIDS Distnissal—by 
wl King (Nov., p. 52). 

iployery Being Pressed ‘to Provide Maternity 
ave— Maternity leave is in demand as 80% of all 


working women ure in their childbeuring yeurs; by 
Paul King (June, p. 56). 

ESOPs (Employee Stock Ownership Plans) On 
Increase—by Paul King (Sept., p. 52). 

Everyone Victim Te AIDS—by Puul King (Jan. 

p. 48). 

Handling Employee Complaints Effectively— 
Intuition, honesty and encouragement can help 
management create a better rapport with workers; 
by D. Keith Denton, Ph.D. (Dec., pp. 14-17). 

How To Conduct Effective Appraisal Inter- 
views—Methods available to top managers in com- 
municating effectively with an employee to arrive at 
a fair appraisal meaningful to both sides; by D. 
Keith Denton, Ph.D. (Feb., pp. 15-17). 

How To Read An Applicant Resume—This guide 
helps evaluate credentials of potential job can- 
didates; by Richard W. Meyer (Feb., p. 44). 

Know Your Rights When Firing An Employee— 
Employers are being taken to court by employees 
when they fail to follow certain procedures; by 
Lynne Curry (May, pp. 14-15). 

J&J Markets Health Promotion Program— 
Johnson & Johnson develops subsidiary to market 
employee health program; by Paul King (Personnel 
Problem Clinic, July, p. 56). 

Lower Salary Increases In '87—by Paul King 
(April, p. 56). 

Managers’ Benefits To Cost More—by Paul King 
(May, p. 64). 

More Drug Tests Usiconstitutional—by Paul King 
(March, p. 56). 

Need For Clerical Workers Continues—by Paul 
King (Aug., p. 52). ~ 

Needed: To Sit And Serve—by Paul King (Oct., 
p. 52). 

Needing Less In The Land Of Churchill—British 
workers need less than 1% income raise to maintain 
standard of living; by Paul King (July, p. 56). 

New Moving Expense Rules— Moving expenses 
are not subject to 2% floor on itemized deduction; 
by Paul King (May, p. 64). 

New Tux Law Extends Health Care Under 
COBRA—by Paul King (Nov., p. 52). 

No Pension Accrual For Em 

Over Age 65—by Paul King (Oct., p. 52). 

Pay Equity And The Automated Office— 
Recognition of women's worth and of invisible 
labor are the steps toward pay equalization in the of- 
fice; by Bridget O’Connor, Ph.D. (The Automated 
Office, Nov. p. 15). (See Office Automation) 
Participatory Management—by Paul King 
(March, p. 56). 

Pension Reversions Subject To 10% Tax—by Paul 
King (Jan., p. 48). 

Personnel 


Programs Explain 

Technology With Precision—Computer-based 
video and audio training programs are becoming 
necessary w keep abreast of the latest 
trends; by Audrey Fisher (April, pp. 17-21). 
PR Staff Reductioas Not Nationwide 
Paul King (Personnel Problem Clinic, Aug., p. 52). 
Reduction In Social Security Rates Needed— 
Social Security will average surpluses of more than 
$36 billion per year; by Paul King (May, p. 64). 
Restrictions In Peusion Pians—by Paul King 
(April, p. 59). 

The And The Loose Jaw—by Paul 
—— (Aug., p. 52). 

Seven Techniques For Mismanagement—Ways in 
which a supervisor can disrupt employee produc- 
tivity; by Richard A. Wueste (March, pp. 49-50). 
Sexually Harassed Employee Wins $170,000—The 
largest single harassment award ever given by the 
New York State Human Rights Division; by Paul 
King (June, p. 56). 

Some Urine Tests Cited As Illegal—by Pau! King 
(Feb., p. 58). 

st., p. $2). 
‘Tull Executives: A Forgiven Prejudice—by Puul 
King (Nov., p. 52). 
Taxing Technical Service Employees—by Paul 
King (Oct., p. 52). 


Temporary Services: Ideal Solutions ‘To Chang- 
Ing Labor Needs—Temps can provide cost-ellective 
labor solutions for business; by Douglas Finlay 
(Feb., pp. 18-25). 

Union Members May Increase In ’87—by Paul 
King (Personne! Problem Clinic, May, p. 64). 
Union Organizing To Hit IBM—Unions lead 
worldwide organizing effort for IBM in London; by 
Paul King (July, p. 56). 

Unions To Pressure Congress For Labor 
Gains—by Pau! King (Jan., p. 48). 

We Are Our Brother’s Keeper—by Paul King 
(Oct., p. 52). 

Watched By Computers: The Electronic Sweat- 
shop—by Paul King (Dec., p. 56). 

Wage Outlook For The Coming Months—by Paul 
King (Feb., p. 58). 

Welcoming Employees The Right Way—Takes.a 
look at ways management can keep productive 
employees long term; by Ralph Leonard Kliem (Ju- 
ly, pp. 14-15). 

What’s In A Title?—by Paul King (March, p. 56). 
Whistleblower Dismissal Upheld—by Paul King 
(Jan., p. 48). 

Workers Killed On The Job—by Paul King (Dec., 
p. 56) 


RECORDS AUTOMATION 


ARMA Offers New Publication—The Association 
of Records Managers and Administrators has 
published a 62-paye buok advising on how to deal 
with the increasing volume of paper documents 
(Executive Briefing, Oct., p. 7). 

Backup And Redundancy For Automated 
Records Systems—Taking decisive action against 
downtime; by Bonnie Canning (Records Automa- 
tion, Sept., p. 41). 

Careers In Records Automation—As companies 
see information as a fesource, many opportunities 
and careers await in the field of records automation; 
by Bonnie Canning (Nov., p. 39). 

Considerations When Designing Automated 
Records Systems—Soltware ilexibility, personnel 
resources, and retrieval requirements; by Bonnie 
Canning (July, p. 45). 

Converting Documents Into Computer Data— 
Digitizing pictoral information for filing; by Bonnie 
Canning (May, p. 55). 

Electronic Records: Access Documents 
Instantly—The latest breakthroughs in systems 
technology which allow electronic files to be ac- 
cessed immediately and merged or manipulated 
without the need for hardcopy output first; by David 
Duke (Oct., pp. 28-32). 

Eleventh Annual Olsten Awards Won By 
Southern California Edison—Southern California 
Edison earns recognition for its achievements in the 
field of records automation (Executive Briefing, 
Dec., p. 6). 

Magnetic Media Get Smaller—And Smarter—as 
disks diminish in size and increase in capacity, will 
new erasable magnetic optical disks provide better 
reliability?; by Megan Jill Paznik (Dec., pp. 37-40). 


Optical Disks— Despite technological advances, 
these information management tools are widely 
underutilized; by Robert W. Zagami (April, pp. 
24-29). (See Micrographics) 

Technology Marches On—Infomatics '86 show in 
Toronto; by Bonnie Canning (Records Automation, 
Jan, p. 55). 


SECURITY 


Computer Security Awareness Grows—Two- 

thirds of 600 American managers in major in- 

dustries interviewed say that data security risks have 

increased over the past five years (Executive Bricf- 

ing, Sept., p. 6). 

L.A. Times Strives For ‘Secure’ Open Door 

Policy— A Rusco Electronic Security System 
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guaranices security for The Times and Mirror 
Square complex — (Systems in Action, June, p. 9). 
Office Security: Thwarting The Terrorist 
‘Threat-—-Adcquate preventive measures are 
fecessary Ww preserve business—and life—abroad 
and at home, by William M. Cowan (June, 

pp. 14-10). 

Way» ‘To Maintain Fire Protection Readiness— 
Stcps w prevent office and building fires; by Walter 
J, Orey (lune, pp. 17-19). 


A Basle Overview Of Finunclal Software—Keep 
constant truck of expenditures, time und plans with 
general uccounting und billing puckuyes; by Johun- 
na Ambrosio (Aug., pp. 32-24). 

A Corporate Word Processur—Multimute Advun- 
lage I, version 10 from Ashton-Tute allows cuse of 
use for managerial us well us secrewrial personnel, 
by Michel Feuche (Soltware Scorecard, Aug., 

p. 39). 

A Louk At TM/I and Menu Plus +—Effective 
decision support, directory helper; by Michel 
Feuche (Jan., p. 60). 

Artificial Intelligence—The Secret Weapon In 
The Battle To Improve Productivity—Al will 
become the ultimate productivity tool; what Al is 
and how it works; by Don S. Johnson (July, pp 
35-39). 

Best-Selling Business Software—Our bimonthly 
listing of the top 10 software packages; by Henry 
Holtzman (Feb., p. 49; April, p. 56; July, p. 47; 
Sept., p. 43; Nov., p. 50). 

Boost Your Productivity With Executive Utility 
Software—A working guide which covers software 
packages available to enhance your microcomputer; 
by Clifford Meth (Jan., pp. 49-54). 

Business Productivity Tool—3by5 stores text and 
retrieves it quickly and easily; by Michel Feuche 
(Software Scorecard, June, p. 43). 

Enhanced Financial Analysis Program—Javelin 
Plus, from Javelin Software Corp., provides 
analytical capabilities for business management; by 
Michel Feuche (Oct., p. 43). 

Evaluating Xywrite IIL and AskSam—Text crea- 
tion made easier, free-form text retrieval; by Michel 
Feuche (March, pp. 54-55). 

Productivity Evaluation Tool—Productivity Map 
from Pacesetter Software evaluates the productivity 
of white-collar staffs which perform non-quanti- 
tative tasks; by Michel Feuche (Oct., p. 43). 
Program Searches Indexed Hard Disks— 
Memory Lane from Gtoup L. Corp. ullows for full- 
teat search and retrieval on IBM PCs and com- 
patibles; by Michel Feuche (Dec., p. 50). 

Punch Up Your Presentations With Graphics— 
Specialized products enable you to educate, 
enlighten and inform with clarity, precision and 
brilliance; by David Lieberman (March, 

pp. 28-33). 

Remote PC Contro!—Carbon Copy Plus from 
Meridian Technology, Inc. allows remote com- 
munications systems for IBM and compatibles; by 
Michel Feuche (Software Scorecard, Aug., p. 40). 
Select Computer Graphics Directory—A graphics 
software directory for managers (March, p. 34). 
(See Buyers’ Guide) — 

Software Selecti ic software guide 
(Executive Briefing, Pa p. 8). 

Software For Sale (. . . It’s Free!)—Excellent 
software is available at much lower cost through in- 
formal channels; by Michael J. Kleeman (Desktop 
Computing, Nov., p. 40). 

Spreadsheet Pius—MVP Spreadsheet Plus by Bell 
Atlantic combines characteristics of both major 
categories of financial analysis and business plann- 
ing tools in use today; by Michel Feuche (Software 
Scorecard, Aug., p. 40). 

Streamlining 1-2-3 With HAL—A RAM-resident 
add-on program adds state-of-the-art zip to Lotus 
1-2-3; by Michel ‘Feuche (June, p. 42). 
The M Connection Grows 
Up—One o operating system for micros and main- 
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frames would let micros run the same programs as 
mainframes, allowing small computers to do much 
more work; by Megan Jill Paznik (Oct., pp. 35-40). 


functions that most WP packages don't even con- 
sider; by Michel Feuche (Software Scorecard, Dec., 
p. 50). 


Adapter Provides Link For Printers—Two 
Universul System Adupters from Spur Products 
Corp. provide links between computers und luscr 
printers ut Gould's Occun Systems Division (Sys- 
tems in Action, Dec., p. Il). 

Adapter Solves Printer Incompatibility 
Problem—Spur USA/Prime adapter links Xerox 
laser printers w Prime und other tmon-compatible 
computers (June, p. 9). 

Automated Human Resources—Strategic decision 
making aided by automated human resource system 
(March, p. 12). 

Bar Codes Beat Registry Delays—An advanced 
laser scanning bar code reading system supplied by 
Symbol Technologies has been adopted by the 
Registry Office in Australia (June, p. 10). 

Behind The Scenes At MTV—MTV’s computer 
network features Wang VS100 for marketing and of- 
fice information processing (July, p. 9). 
CompuServe Improves Communication—Using 
CompuServe's Interchange products, Caterpillar, 
Inc. has developed a communications system to im- 
prove information delivery (Nov., p. 13). 

Desktop Publishing Cuts Costs, Adds 
Productivity—Kodak KEEPS System integrates 
with word processors and PCs and cuts in-house 
typesetters (May, p. 7). 

Dictating Equipment Remedies Hospital Paper- 
work Headache—Valley Presbyterian Hospital of 
Van Nuys finds Sony RD/RDM-7000 with 
**dataship’’ ideal for physicians and staff (July, p. 
Il). 

Electronic Meetings Get It Together Over The 
Phone—Multilink Electronic Meeting Service 
allows Houghton Mifflin’s staff to meet regularly in 
groups of up to 50 people using telephones (Sept., 
p. 9). 

Electronic Messaging Speeds Bicontinental Im- 
port, Export—France America, Inc. uses Maxcom 
International Service System to forward requests 
overseas (June, p. 10). 

Electronic Publishing Reduces Typesetting 
Cousts—Access Technology, Inc. uses Interleaf’s 
electronic publishing systems for spreadsheet func- 
tions, graphics und database facilities (Oct., p. Il). 
Fax Switch Cuts Credit Reporting Time—Zale, 
Inc. processes workload with the aid of 3M Fux- 
Xchange network (April, p. 12). 

Graphics Convert Numbers To Pictures For 
Presentations—NY NEX Credit Company creates 
color graphics for presentations using a Hewlett- 
Packard Colorpro platter, Lotus 1-2-3 and Reflex 
(Sept., p. 10). 

Hospital Eliminates Lost X-Ray Images By Using 
Optical Disks—St. Francis Regional Medical 
Center in Wichita, KS, has installed an automated 
Picture Archiving and Communications System 
from Raytel Systems Corp. (Dec., p. 8). 

Hybrid Check Filing System Boosts Morale— 
Goldome FSB in Buffalo, NY, iastalls filing 
systems which allow coniinued in-filing in a storage 
system designed for bulk filing (Aug., p. 10). 
Incentives Boost Transcription Value—Incentives 
and dictation equipment yield a high volume pro- 
duction at the Detroit Medical Center’s Word Pro- 
cessing Division (Aug., p. 9). 

INFOBOT Improves Customer Credit Phone 
Service—Montgomery Ward has adopted IN- 
FOBOT answering system from Syntellect, Inc. to 
handle thousands of customer calls (Dec., p. 8). 
Interactive Expert Systems Video Helps 
Employees With W-4s—W-4 expert system by The 
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Travelers, Inc. assists through an artificial in- 
telligence program when completing federal tax 
forms (Aug., p. 10). 


“Text Aid” software a useful indexing tool (March, 
p. Il). 

Multilingual E:cctronic Documents—The Defense 
Language Institute will produce multilingual 
documents electronically (Murch, p. Il). 

New Technology Puts The Finger On Crime— 
Fingermuatrix, Inc. develops computerized ID net- 
work that iv expected to increase crime solving 
(Muy, p. 8). 

New York Bur Avsoclation Katublinhes Research 
With Fux—The Library of the New York Bur 
Asnociation is muking it possible for its menibers to 
receive research material via fax without leaving 
their offices (New, p. 1). 

Printer Slushes Report Process Time—UCLA 
sels up system for managing and reporting depurt- 
mental finance throughout the campus (Oct., p. 9). 
3COM Lan Streamlines Workflow Of Farm Real 
Estate Firm—The Westchester Group utilizes a 
3COM network that allows AT&T micros to have 
simultaneous access to a central database (Oct., 

p. 10). 

Translation Service—Electronic mail translations 
aid doing business internationally (Feb., p. 11). 
Water Problems—Networking solves water 
management problems (Feb., p. 11). 

Workstation Network Improves Customer Ser- 
vice Efficiency—Michigan Consolidated Gas Com- 
pany augments its customer service computer sys- 
tem with computer-aided communications system 
from Davox Corp. (July, p. 9). 

WP Automation—Naval supply systems command 
automated word processing (March, p. 11). (S)Ml 


FINALLY, 
WPRE GIVING A 
KILLER DISEASE 

SOME OF ITS 
OWN MEDICINE. 


A disease that once put an end to 
its victims, may soon be put to an 
end itself. 

The disease, carnitine defi- 
ciency, destroys the body's abiliry 
to produce carnitine, a muscle-fuel- 
ing substance. Until recently, care 
nitine deficiency meant certain 
disability. Often, it meant death. 

In the past year, though, car- 
nitine replacement therapy—devel- 
oped with funding from the 
Muscular Dystrophy Association— 
has allowed fully half the patients 
treated to resume normal lives. 

Carnitine replacement ther- 
apy is one of the most encouraging 
developments in MDA's fight 
against 40 neuromuscular diseases. 
And for one of those dread diseases, 
it could be the beginning of the end. 


WDA’ 
Muscular Dy: aor Association 
Jerry Lewis, National Chairman 
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